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The Resident Staff and
Executive Council of Custer Ha l l

WELCOME

YOUH~

The key words in our unique livin g experi ence are coop eration an d co ur t esy .
However, neither are of much use unless t h ey are pu t t o practice.
You will experience everyday
co -operation and courtesy a n d en counter them in your du ties. Our
duties are important to a healthy
environment, and we should re gard
/
them in this manner. Cooperation
and courtesy are needed by everyone to insure clean facilities and to
instill the pride to which we owe
ourselves and those living around us.
Our operation is divided into
four basic areas: commons areas,
bathrooms, hallways and desk staff.
Desk staff is assigned on a rotation
basis and failure to complete this
duty with responsibility will result
in losing this priviledge for the remainder of the year. The other
cleaning duties will be inspected
every cleaning day, Monday thru
Friday, by the Custer Hall Inspection Officers. When you are assigned to a duty you will be responsible
for completing this duty every
cleaning day for that week. General
cleanups are organized twice a semester; they are equivalent to "Spring Cle aning".
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GENERAL INFORMATION

C\.

Custer Hall is opened each morning by 9: 00 a.m. except Saturday and Sunday
when it opens at 1 :00 p.m. The hall will be locked by the desk staff every evening at~. m. After closing, your Circle Drive door key will open the circle
drive door. Please use this key NOT the buzzer. Your Circle Drive keys ar e NOT
to be loaned or given to any person who does not live in Custer Hall. YOU MAY
NOT at any time use any type of article to hold any door open when it ha s been
locked . THIS IS A SERIOUS SECURITY HAZARD!!!!
Residents of Custer Hall may use any of the commons areas 2 4 hours a day, 7
days a week . THE ONLY OTHER PERSONS TO BE IN THE COMMONS
AREAS AFTER CLOSING ARE GUESTS OF A RESIDENT.
The NOTICES Board located west of the outer office is for residen t s u se a nd
all materials posted there should be cleared through the main desk.
The fire place in the Gold Living room is for your use at any time. READ
the instructions BEFORE you ignite a fire . YOU are responsible for cle aning up
the ashes after the fire is out!

STUDY H ALL
The 1st Commons study area is open 24 hours, 7 days a week for Custer Hall
residents to use for studying purposes.
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LAUNDRY FACILITIES
You will find washers and dryers
in the 1st Commons area located
directly at the base of the East
stairwell. This laundry facility is
open 24 hours, 7 days a week.
PLEASE try to be quiet during the
evening and early morning hours
for the other residents living in this
area.
VENDING MACHINES
Vending machines are located in
the 2nd Commons Games Room.
If you lose money in the vending
machines, go to the main desk and
ask the desk staff to fill out a vending machine refund slip.
CHECK CASHING AND
CHANGE FUNDS
Checks of up to $3.00 may be
cashed at the main desk. Checks
should have your campus address
and social security number on
them. A change fund is also located at the main desk. In the event
of a returned check due to lack of
funds, the resident will lose the
privilege of using the check cashing
service. THIS SERVICE IS A VAILABLE ONLY TO THE RESIDENTS
OF CUSTER HALL.
QUIET HOURS
You are responsible for maintaining quiet hours. Courtesy and
consideration for those studying
in their rooms or sleeping should be
practiced at all times! Courtesy
and consideration hours will be set
and enforced by your Exec. Council.
PIANO HOURS
Custer Hall owns two pianos for
the resident's use. These pianos
are located in the 2nd North Gold
Living Room and 1st Commons
Study Area. These pianos are for
your use BUT are not to be used before 9:00 a.m. or after 10:00 p.m,
If other residents are studying or
watching TV please be courteous
and play softly or return at another time.
SUNDECK
Residents of Custer Hall may
use the 2nd or 3rd floor sun decks
anytime. YOU Must abide by the
following rules:
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1. No t hro wing it ems ov er t he edg e of t he building.
2. No sm o k in g on the 2nd Nor th su n d eck because o f the astro-turf'.
3. All st at e laws concerning non-prescription drugs, liquor above 3 .2% an d NO
gambling WILL BE ENFORCED AT ALL TIMES!
4. Anyone using these areas MUST be courteous concerning quiet after 11: 00
p.m, and before 9:00 a.m.

ALCOHOL, GAMBLING, DRUGS
The Student must comply with existing federal, state and local laws concerning alcoholic bevera~~~, i~~b li_ng ar:d drugs. ~ . 2% beer is permitted in student
rooms. ()?
.-e'e1:!~'1"""...-:J " r-' /.i!: tiYhl/11t<n1o - '7v If P~m MAIN DES
(11 ' The desk is open from 9:00 a.m. until
. 1+:-00 p;m,..and is staffed by the residents of
Custer Hall. The desk duty is assigned on a
weekly basis by the Head Resident. You may
use all hall equipment in the "Equipment
Closet" by leaving your college J.D. Equipment
available will be listed later in the brochure.
You may mail letters at the desk by placing
them through the mail slot located on the front
of the desk counter. Mail is picked up and delivered between 9:00 a.m. and 10:30 a.m. every
morning except Sunday.
Your mailing address is:
CUSTER RESIDENT
Custer Hall
Hays, Kansas 67601
A box number is not necessary. You may pick
your mail up through the mailbox assigned to
you. You will be given a mailbox key, which
will be your only access to the mailbox. If you
should lose your mail box key you should
notify your Head Resident IMMEDIATELY so
another may be made as quickly as possible.
There is a charge for loss of key of $2.00.
Stamps are sold at the desk at regular price.
GUN CLOSET
Custer Hall maintains a locked gun closet for those residents who wish to store a gun at any time in the hall. Contact the Head Resident for more information. For reasons
of public safety firearms, ammunition and other explosiv
devices are not -p erm it t ed anywhere else in the hall.
PARKING
Each year the parking problem at Fort Hays State get s
worse as more and more students bring cars to the campus.
However, there are a few "rules of thumb " to help you
avoid parking tickets and possible "tow-a-ways". There are
two parking spaces beside Custer Hall that ar e" RESERVED" and anyone parking in these areas will be towed
away. Also, when you park in the Northwest parking lot
of Custer, PLEASE make sure you do not either block the
driveway nor obstruct the path in front of the Debris
Station thus keeping the trash pick-up truck out.
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TELEPHONES
Each room in Custer Hall is equipped with
a telephone. Your telephone expense is already covered in your housing contract total,
however, you will be billed each month for
any long distance calls made from your phone.
Your telephone number is 913-628--- . Your phone number will be listed at
the Custer Hall main desk and also with the
campus operator. When placing a long distance call, please consult your Campus Personal
Directory.
ELECTRICAL APPLIANCES
Coffee pots and popcorn poppers are the
only appliances other than Housing Annex
approved refrigerators which can be used in
the room. A stove is furnished in the 1st Commons TV Room. There are refrigerators furnished on 3rd and 4th floor kitchenettes.
FIRE DRILL PROCEDURE
A continuous alarm signal demands silence and immediate attention. When
the fire alarm is sounded, turn off all lights, close all closet doors, close all windows, open room doors, put on sensible shoes and coat, and carry a towel.
Walk single file down the assigned stairs to the outside of the building. You
will be checked by the floor president and then stay quietly outside away from
the entrances until the all-clear signal is given.
Evacuation Schedule:
4th NORTHOut northwest exit and go to creek bank north of building.
3rd NORTHOut door off lobby and out Circle Drive Door.
2nd NORTHOut northwest exit and go to creek bank north of building.
ist NORTHOut of the incinerator room door and go to the creek bank.
4th SOUTHOut south exit door and go to the first island.
3rd SOUTHOut south exit door and go to first island.
2nd SOUTHOut south exit door and go to the first island.
1st SOUTHOut south exit door and go to the first island.
WEEKEND GUESTS
Residents may have guests in their rooms at
no charge if they furnish their own linens.
Guests are allowed of Friday and Saturday
nights ONLY and must be registered at the
desk. NO OVERNIGHT GUESTS ARE ALL
ALLOWED AT ANY OTHER TIME UNLESS
CLEARED THROUGH THE HEAD RESIDENT. Guests are not permitted under any
circumstances during finals week.
IMPORTANT TELEPHONE NUMBER TO
REMEMBER
Head Resident Office- 5502 Home-5501
Resident Manager Home- 5503
Housing Office
4245
Dean of Students
4276
Health Office
4293
Business Office
4251
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CUSTER HALL STUDENT JOB RESPONSIBILITY LIST

DESK STAFF DUTY
Desk sign-up for the following week
will be held every Thursday evening at
6:00 p.m. at the main desk. If you are
unable to attend, you MUST make
arrangements with the Head Resident before 4:00 p.m. on Thursday. Reminder
notes will be placed in your mailbox
Thursday morning. Failure to show up
for desk sign-up will result in a $2.30
fine.
Failure to report for desk work without advance notice will result in the
offender working out the missed hours
with the Head Resident and a $2.30
per hour missed fine.
Answer the telephone courteously,
"Good (evening)
, Custer Hall".
All the telephone numbers for residents of Custer Hall are in the Custer Hall
Phone Book which will be at the desk during open hours. If someone needs to
leave a message for a resident please write down the following: Name of caller,
time of call, message, No. for return call if necessary and your name. Then
place the message in the residents mailbox and write a notice on the easel to
the resident stating there is a message in his/her mailbox.
If you MUST use the intercom, the instructions are on the machine itself.
USE THE INTERCOM ONLY WHEN YOU HA VE TO OR IN TIMES OF
EMERGENCY. This eliminates a constant noise on the floors.
WHEN YOU are working the desk and need assistance of any kind, contact
the Head Resident during 9:00 a.m. and 5:00 p.m, If you need assistance at
other times, contact the person listed on the ON DUTY BOARD.
All counter drawers are to be kept locked at ALL TIMES. The key is to be
kept in the middle desk drawer; NOT IN YOUR POCKET! Be sure to leave it
there for the next person who comes on duty.
CHANGE
There is $25.00 in change in the left counter drawer. EACH TIME you
come to work you must COUNT THE CHANGE AND RECORD IT.
Remember that you are responsible for any change missing, so be sure to
count it. If you fail to count it, you will be responsible for replacing any
change that is missing. Checks can be written for $3.00 at the maximum and
ONLY FROM CUSTER HALL RESIDENTS.
REMEMBER, you are the person in charge when you are working the desk.
Do not let other residents help themselves to change, ping-pong balls, keys to
anything else when you are working. YOU DO IT! If you do not show responsibility in working the desk, YOU WILL NOT be asked to work it again.
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When you are working the desk YOU are the only person to be behind the desk
with the exception of the Head Resident, Resident Manager. Please keep the
west outer office door closed at all times.
REFUNDS
Refunds are given on all vending machines in the 2nd Commons Game room.
They are located in the left counter drawer and are to be filled out in triplicate
form. Write a seperate refund slip for each item lost. The yellow copy is
given to the student, white and pink copies are put in the refund request box in
the same drawer. Refunds are delivered once a week. Students will be notified
by the refunds being placed in their mailboxes. YOU MUST PRESS HARD
WHEN FILLING OUT REFUND SLIPS.
CLEANING KEYS ARE LOCATED IN THE SECOND DRAWER FROM
THE RIGHT. These keys must be checked out EVERY time they are removed
from the hook. Also, the master supply closet key MUST BE CHECKED OUT.
It may only be checked out by the weekly cleaner. Vacuums MUST be checked
out in the same manner as the cleaning keys and must be checked by you
when they return to make sure the bag has been emptied.
CHECKING OUT SPORTS EQUIPMENT
Custer Hall owns various sporting equipment and any resident may check it
out between 9: 00 a.m. and 9: 00 p.m. The resident wishing to use the eq uipment MUST produce his/her College LD. and you should place it in the proper
slot in the CARD FILE BOX locked in the equipment closet located in the
outer office. This LD. MUST be retained until the equipment is returned in
good shape.
Equipment in the equipment closet consists of: 2 basketballs, 1 football, 1
volleyball, 8 ping-pong paddles, 1 volleyball net, 1 air pump, and 4 softballs. The desk will SELL ping-pong balls for 25t each BUT ALL SALES ARE
FINAL!!!!
Lightbulbs are in the office closet and are given out ONLY when a resident
brings down his burnt out bulbs. Give him/her only the number brought down
and throwaway the old ones. Weekly cleaners are not required to bring down
the burned out bulbs they need only to request the number needed to fill their
required replacements.
TOOLS
Custer Hall owns various tools that MAY BE CHECKED OUT between
9:00 a.m, and 9:00 p.m. in the same manner as the sports equipment. The resident must leave his college LD. in the CHECK OUT BOX until he returns the
tools. These tools MAY NOT BE KEPT OVERNIGHT!
The outer office Equipment Closet must be locked at all times. There is a
list of the contents of the closet and all items should either be /in the closet or
checked out in the check out file. If you notice that something is missing,
please notify your Head Resident immediately.
MAINTENANCE BOOK
This is found in the middle desk drawer. When someone calls in a needed repair, record it in the book. Be specific as to the item, place and nature of needed repair and day of call in.
NEWSPAPERS
The Hays Daily News arrives daily except Saturdays. Request students to
read the hall copy in the lobby and put it back on the desk counter when they
are finished. If any residents personally subscribe to the paper, their names will
be listed at the desk. PLEASE PUT THEIR PAPERS IN THEIR MAILBOXES
IMMEDIATELY!
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MAIL
Put the mail into the mailboxes when it arrives. YOU AND THE HEAD
RESIDENT ARE THE ONLY RESIDENTS WHO SHOULD BE BEHIND THE
DESK WHEN THE MAILMAN ARRIVES. If a resident receives a registered
letter/certified mail or package sign for it and place it in the shelves under the
counter. If a resident receives a postage due letter, pay for it from the change
fund, place it on the same shelf with the packages and place a notice in their
mailbox. DO NOT PLACE THE POSTAGE DUE LETTER IN THEIR BOX.
Also, place package slips in the mailboxes of those residents receiving packages.
PLACE THE MONEY FROM POSTAGE DUE BACK IN THE CHANGE
DRAWER.
General Cleaning around the office (dusting, emptying trash, cleaning windows, etc.) should be done when you see it needs it. When you see we are running out of some supplies, lightbulbs, etc., notify your Head Resident.
If there are any messages which the next staff person should be aware of,
leave a note for the next desk person. When staff calls in where they are going
or a number where they can be reached, make note of it so the workers after
will know. When you are working the desk, you may be in the position of becoming aware of personal and confidential information. PLEASE KEEP IT AS
SUCH!!!!
DR Y CLEANING
Clothes to go to the cleaners are put in the lower left cabinet at the desk.
The clothes go to Suburban cleaners. They stop only when they are called to so
if the student wants some cleaning done, call Suburban Cleaners immediately.
Their number is in the phone book. Tag the clothing with the blue tag of
Suburban and write the name of the student on the tag and Custer Hall. When
the clean item is returned, hang it in the office closet and leave a note in the
student's mailbox, stating their cleaning is here. When the student pays for the
cleaning, give them their clothes, but not before. Their money and the top receipt which is attached to the clothing are placed in the cleaning money box in
the top left drawer of the counter.
SCRATCH PAPER
Scratch paper is found in the bottom left hand desk drawer. Bring A PENCIL OR PEN TO WORK WITH YOU!!!
If you are working the desk at 6:00 p.m., turn on the outside lights which
are located in the switchbox beside the intercom.
If you are working the desk at 7 :00 p.m. turn off the hall lights located in
the same location.
The person on duty at 11 :00 p.m. is responsible for closing the hall at night.
This includes all of the following:
1. Obtain the night keys from the night key drawer (counter drawer).
2. Lock the circle drive doors with the allen wrench. Lock both doors and
check to see that they are locked. If you have trouble doing this call the
staff person listed on the ON DUTY BOARD.
3. Return the allen wrench to the night key drawer.
4. Lock the front OUTSIDE door with the big key on the key ring.
5. Lock all counter drawers and the EQUIPMENT CLOSET.
6. Unplug the phone and put it in the lower right desk drawer.
7. If there are any packages in the lower drawers, lock them in the equipment closet.
8. Turn out the office lights. (Check to make sure the night lights are on).
9.
Close the office door hard so that it locks.
10. Take the night keys to the Head Residents apartment (2nd floor NORTH
3rd door on the right side of the hallway) and slide them under the door.
Do not take the allen wrench there as stated above, it goes back to the
night key drawer.
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1st COMMONS CLEANING DIRECTIONS
1st COMMONS STUDY AREA
1.
Obtain 1st South Cleaner's closet key at the main desk.
2. Make sure all needed supplies are in the cleaner's closet.
3. If necessary supplies are missing pick up master supply closet key at the
main desk and pick up the needed supplies, returning the key to the desk.
4 . Pick up all debris in the area and bag all trash and take it to the debris
st a t io n northwest of the backdoor.
5.
Dust all furniture in t he entire area with clean rag and Pledge.
6.
Dry mop the entire area every day with red mophead. (Area includes study
area, hallway from Circle drive entrance to the 1st North Hallway double
doors, and stairwell from outside entrance down to the metal door of 1st
North.)
*7. Wet mop this area with 1;4 cup Ajax liquid per gallon warm water.
8 . Return all equipment to the cleaner's closet and lock the door.
9.
Return the key t o the main desk and report all needed repairs.
1 0 . Replace lightbulbs as needed.
1 1. Sign your name and t im e of completion and indicate if today was your
heavy cleaning day on the daily check-off sheet.
1st COMMONS TV LOUNGE
1.
Obtain the 1st South Cleaner's closet key from the main desk.
2. Make sure all needed supplies are there.
3 . If necessary supplies are missing pick up the master supply closet key at
the main desk and pick up needed supplies returning the key to the desk.
4 . Pick up all debris in the area and bag all t rash .
5.
Clean all tables, chairs, window sills and other furniture with a clean cloth
and Pledge.
*6 .
Remove drip trays from stove and replace the aluminum foil covering the
drip trays and replace them.
. 7.
Clean countertop, stove top , and sink with Comet cleanser and r inse clean.
8 . Clean chrome areas also with Comet and make it shine! If Comet will not
remove lime deposits, use Lime-a-way as directed.
9.
Dry mop entire area with red dust mop. (From doorway entering st ud y
area through kitchenette, TV area and to the carpet).
*10. Wet mop entire area with 1;4 Ajax liquid per gallon warm water.
11. Spot mop throughout the week .
12. Return all equipment to the cleaner's closet and return key t o the main
desk.
13. Take all bagged trash to the trash area behind the back door.
1 4.
Report any needed repairs to the main desk and replace all lightbulbs as
needed.
15. Sig-n your name and time of completion and indicate if today was your
heavy cleaning day on the daily check off sheet.
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2nd COMMONS CLEANING INSTRUCTIONS
2nd Commons Lobby Area
1.
Pick up all trash and debris and bag it, including all office trash.
2. Clean all furniture with Pledge and a clean rag, including all window sills
and both phone booths.
*3. Wash all windows with Wind ex, including both front doors and circle
drive doors.
4 . Take down all old signs and get off tape marks.
5. Dry mop entire area including office, with 1,4 cup Mr. Clean per gallon
warm water. (Area includes area between two front doors, from doorway
to vending & game room to Gold carpet office floor and circle drive stairwell from 2nd floor landing to and including the circle door landing, get
under both mats).
*6. Wet mop entire area listed above.
7. Shake all lobby rugs.
8. Clean water fountain using small amount of Comet and yellow-green
sponge. If Comet doesn't cut the lime·deposits, use lime-a-way as directed.
9. Replace all needed lightbulbs and report any needed repairs to the main
desk.
10. Return to main desk and check your name and time of completion and
whether today was your heavy cleaning day on the daily check-off sheet.

* Indicates things to be done only on heavy cleaning day.
2nd COMMONS GOLD LIVING ROOM
1. Pick up all trash and debris in the entire area and bag it.
2. Empty all ash trays and clean them with Wind ex-MAKE THEM SHINE!
3. Dust all furniture in the entire area including the small meeting room off
the living room.
*4. Dust blinds and window sills with the white short handled mop.
5.
Vacuum entire area. Empty vacuum bag into bagged trash and take the
trash to the debris station out behind the back door.
6. Arrange furniture in a pleasant manner and report any damages to the
main desk.
7.
Clean lobby bathroom daily by
A. Wash window and mirror with Windex.
B. Clean sink and all chrome fixtures with Comet and yellow/green
sponge.
C. Rinse with clean water and dry.
D. Clean toilet with Pheno-Cen and johnny mop.
E. Dry mop floor every day with red mophead.
* F. Wet mop entire floor with % cup Mr. Clean per gallon warm water.
G. Get any floor cleaner's closet key and use the small key to replace the
towels in the dispenser, making sure to overlap the previous towel with
the new group.
H. Place one extra roll of toilet paper on the towel dispenser.
8.
Replace neededlightbulbs and report needed repairs at the main desk.
9. Sign your name and time of completion and indicate if today was your
heavy cleaning day on the daily check-off sheet at the main desk.

*

Indicates things to be done only on heavy cleaning day.

2nd COMMONS VENDING AND GAME ROOM
1.
Obtain 2nd South cleaner's closet key from the main desk.
2 . Make sure all needed supplies are in the cleaner's closet.
3. If necessary supplies are missing pick up master supply closet key at the
main desk and pick up needed supplies returning the master supply closet
key to the desk immediately.
4. Pick up all trash and debris in the entire area and take it to the student
cleaning closet in the lobby to be thrown out with living room and lobby
area trash.
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5.
*6.
7.
*8.
*9 .
10.
11.

Dust all furniture with Pledge and clean rag, including mantle, window
sills, and ping-pong table, etc.
Clean all vending machines with Windex and clean rag.
Dust mop entire area from doorway entrance from the lobby area throughout the room and to the double doors leading to 2nd South.
Wet mop the entire area described in No.7 with % cup Ajax liquid per
gallon warm water.
Clean and arrange the student cleaner's closet in the lobby area.
Replace needed lightbulbs and report all needed repairs to the main desk.
Check off your name and time of completion on the weekly check-off
sheet and indicate if today was your heavy cleaning day.

* Indicates things to be done only on heavy cleaning day.
ALL BATHROOMS
All bathrooms have been assigned two weekly cleaners.
Cleaner No.1
A.
Shower Cleaning
1.
Clean all stainless steel and chrome areas using Comet and water.
Rinse with clean water and dry.
Wipe off seat and sponge dry.
2.
Wipe all shower walls-use water and Comet with yellow-green
3.
sponge.
*4.
Thoroughly wash all shower walls with pail hot water and 3 cups
Pheno-Cen. Scrub all tile and partitions and use Comet on tough
scum.
RINSE WELL with clear water.
5.
With comet and brush, thoroughly scour drain in shower, get
6.
shower floor too. Throw out all hair and soap chips.
Toilet Area
B.
1.
Dust and polish dispensers, refill tissue and handtowls, towels must
overlap with the old for proper dispensing.
2.
Wipe all seats and backs with sponge and dry.
3.
Clean and polish chrome with Comet and water, do pipe, valve, and
partition trim.
Clean inside of toilet bowl daily with Pheno-Cen. Pour small amount
4.
in and swish it around with the johnny mop, make sure to get under
the rim, flush, rinse with clean water. MAKE SURE TO USE THE
RUBBER GLOVES AS PHENO-CEN REMOVES SKIN AS WELL
AS GERMS!!
5.
Wipe partitions, and doors as needed with Windex and clean rag.

* Indicates things that need to be done only on heavy cleaning day.
CLEANER NO.2
A.
Wash basins
1.
Clean bowls with Comet and yellow/green sponge-rinse thoroughly.
2.
Remove and clean all drain plugs, twist to left and lift out.
3.
Polish chrome with rag-get under the sinks also.
4.
Wipe wall area around the sinks.
5.
Clean mirror and shelf with windex and clean rag.
Floor
B.
1.
Sweep floor, including shower and dressing rooms.
2.
Empty waste baskets.
3.
Use 3 Capfuls Pheno-Cen per gallon hot water. Use straw broom,
dip in solution and scrub all floor surfaces. Rinse with clean hot ·
water and mop include shower dressing room floors.
Dust all radiators and window sills with clean rag and Pledge.
4.
Bag all trash and take it to the debris station north of the Back Door.
5.
Replace all used vaporamas with new ones.
6.
*
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CLEANERS 1 & 2
1.
Report any needed repairs.
2.
Replace lightbulbs as needed.
3.
PLEASE NOTE SUGGESTED QUANTITIES OF DISINFECTANT
AND COMET- A LITTLE GOES A LONG WAY!
4.
.T he bathroom crews coming on duty will be held RESPONSIBLE
for the condition of the bathroom. The excuse that "WE FOUND
IT THIS WAY" will not be accepted!
* Indicates things to be done only on heavy cleaning day.

SOUTH HALLWAYS
1.

2.
3.
**** 4.
5.
6.
*7.
*8.

*9.
10.
*1l.
12.
13.
14.
15.

*16.
17.
*18.

Obtain cleaner's closet key and vacuum at the main desk.
Unlock cleaner's closet to make sure all needed supplies are there.
If necessary supplies are missing pick up master supply closet key at
the main desk and pick up the needed supplies returning the master
supply closet key immediately. i
Tuesday a.m, exchange all red mopheads on your floor for clean
ones in the 1st North incinerator room.
Vacuum the hallway and empty the vacuum bag in the trash.
Pick up all debris in the area and empty into trash bag.
Empty pencil sharpner.
Wash all windows in the fire escape door and North hallway window
with Windex and clean rag.
Wash restroom door down with Windex and rag.
Replace lightbulbs as needed.
On Friday make sure there are enough supplies to last the weekend.
Take bagged trash to the trash station north of the back door.
Place all supplies back in the cleaner's closet and lock it.
Return the key and vacuum to main desk and sign your name and
the time of completion and indicate if today was your heavy cleaning day on the daily check off sheet.
Move to the lobby area and dust all window sills and furniture in
this area with Pledge and clean rag.
Wash all windows in lobby area with Windex.
Dust mop entire area including the circle drive stairwell and the East
stairwell from the landing of your floor down to the landing on the
next level.
Wet mop this entire area.

* Indicates things to do only on heavy cleaning day.
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NORTH HALLWAYS
1.

2.
3.
*4.

5.
6.
7.

8.

*9.
*10.
* 1 1.
12.
* 13 .
14.
* * 1 5.
16.
17.
18.

Obtain cleaner's closet key at the main desk.
Check to see that all supplies needed are in the cleaner's closet.
If necessary supplies are missing pick up the master supply closet
key at the main desk and pick up the needed supplies returning the
key to the desk immediately.
Tuesday a.m . exchange all red mopheads on your floor for clean
ones located in the 1st North incinerator room.
Pick up all debris in the area and bag all trash.
Dust mop entire hallway including the North stairwell from the
landing on your floor to the landing below, also do the ironing
room.
Dust furniture in the ironing room and dust the fan vents at the
north end of the hallway with the white short handled mop. Make
sure to dust all window sills.
Clean the water fountain using small amount of Comet and the
yellow/green sponge. Rinse thoroughly and wipe dry so chrome
shines. When Comet will not remove lime deposits, use Lime-a-way
as directed.
Wet mop entire area with 1;4 cup Ajax liquid per gallon warm water.
Wash ironing room windows with Windex and clean rags.
Clean mirrors in the hallway with Windex.
Bag all trash and take to the trash area behind the back door.
Take all dirty rags to the 1st North incinerator room and pick up
clean ones. DO NOT THROW DIRTY RAGS AWAY-WE WASH
AND REUSE THEM!! !!
Place all supplies back in the cleaner's closet and lock it.
On Friday make sure there are enough supplies to last until Monday.
Replace lightbulbs as needed.
Report all needed repairs to the main desk.
Return key to main desk and sign your name and time of completion and indicate if today was your heavy cleaning day.

* Indicates things to

be done only on heavy cleaning day.
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3 AND 4 FLOOR KITCHENETTES
1.
2.
3.
4.
*5.

6.
7.
8.
9.
10.
11.
*12.
*13.
14.
15.
16.
17.

Obtain cleaning closet key from main desk.
Check to see that all supplies needed are in the closet.
If necessary supplies are missing obtain the master supply closet key
at the main desk and pick up the needed supplies returning the key
immediately to the desk.
Pick up all trash in the area and bag it.
Defrost and clean the refrigerator. To defrost, turn unit off. After
frost has melted, wipe compartment out with a sponge or cloth to
absorb excess water. Dry with a cloth to prevent a quick return of
ice and frost. Refrigerator racks should be removed and washed in
hot, soapy water to remove any food that could produce mold or
bacteria. The door should be wiped with soap and water to remove
drips and food particles. The walls of the refrigerator can be washed
with a mild soap water solution to prevent a stale smell from various
foods. Restart and replace the racks and any food that had been
stored in the unit. If any food has been left in the unit and is
spoiled or molded, THROW IT AWAY!
Wipe all counter tops with Comet and water and rinse clean with
cool water.
Dry all surfaces.
Scrub any stained areas with Comet and rinse clean.
Clean the entire sink with Comet and rinse clean.
Wipe cupboards and refrigerators exterior with Windex and wipe dry.
Dust mop entire floor with red dust mop.
Wet mop entire floor.
Wash window with Windex.
Replace lightbulb as needed.
Report all needed repairs to the main desk.
Place all supplies back in the cleaner's closet and lock it.
Return key to main desk and sign your name and time of completion and indicate if today was your heavy cleaning day on the daily
check off sheet.

* Indicates things to do only on heavy cleaning day.
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EQUIPMENT CLOSET CONTENTS
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

60 watt, 15 watt lightbulbs
tools
1 football
2 basketballs
1 volleyball
1 volleyball net
8 ping pong paddles
1 box ping pong balls
1 air pump
cleaning supplies for the office area
4 softballs
1 softball bat
3 vacuums
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NOTES
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NOTES
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